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EFFECTIVE TEAMWORKING AND COMMUNICATION
Level 4 - certificate in skills for the workplace.



Effective teamwork and communication skills 

Introduction
Effective teamwork and communication skills is very vital in any work place, organisation or business. Communicating effectively means that you and the other people understand what is going on and have a better understanding on how to run a successful business or be successful in a job. Without communication or communicating with one another it will be very difficult to become a success in your career. 
If you have a business, or work for an organisation they usually ask their employees to make sure they have completed projects which will mean they will have to work in groups. When working together as a team it has significant benefits such as the possibility to create new friendships, you will have a sense of accomplishment and distributions of responsibilities which you can share out evenly. Sometimes working in a team problem may occur such as tension and anxiety amongst employees because of the poor communication. When having effective communication, it can be stress free and have a good affect because you are being able to communicate with one another without any problems. This is very important for smaller companies whose employees often must work closely with one another 
What is the importance of team communication skills?
The importance of team communication skills is that it is critical for making sure that the business or organisation is a success, such as if the team is creating a new product or doing a new project. If you have a solid communication this will help build good relationship with other team members, it will also help with sharing new ideas and putting them into practice and it will benefit the other team members become successful through coaching or counselling.
Having an effective team will mean that working together and having a good strong relationship bond with each other. Having good communication is important and it will help the team leader establish ground rules and making sure they are being accomplished. There are stages that all the teams will have to go through such as development, performing, according to the business or organisation and it will help them maintain a good bond with one another. 
When having effective communication skills, it will help raise the chances of good ideas and putting them into practice and it could be shared openly. The teams which can maintain a positive and supportive environment amongst each other will be in a better position to hear good ideas and learn from the best practices within the groups.
Having personal development will mean you will need to have an effectiove team communication that can lead to both personal and professional development. The team leaders could get influenced by the coaching and counselling of the skills of the other team members. If the team leader is a positive role model this can help the employees to improve their own communication skills.by ensuring good communication skills it can help the team members to learn how to manage a tough situation in a positive manner, which means that by doing that both the employees and the p0rangisatoon can be benefitted from it. 

What are the benefits of having effective team communication
There are several good benefits of having good communication within a team, for it to function. When a team can work together through good communication it can bring more revenue to the organisations bottom line. 
Efficient action
When a team can communicate effectively it cuts down on time loss to ideas and practices being misunderstood. If something is being said in a wrong form of manner this will cause the staff to create a huge loss in the organisation, which means that before that happens the team will have to stop and correct the problem and move forward. If the correct messages are being said this will mean that the team members are able to communicate effectively with one and another and they can act to ensure that are the projects are being completed and ideas are being taken into consideration and be ahead of schedule.
Creates understanding
when you are in an organisation or working ion a business it means that there is a collection of people and those people have a variation of backgrounds which may be a little bit difficult to bring together with an unproductive communication system. When the team member communicates effectively with their team members it means that the team members will be able to understand them properly. Cultural diversity will become a benefit which means that the team communication is going on so well that they have a mutual understanding that will help them to facilitate progress.
The factors of effective communication
In you have effective communication in the work place it will make it essential to the success of any organisation or business. For you to practice good communication you will have to understand what makes up good communication and then you will have to make that part if your corporate culture through polices and different practices. 
· Presentations- this is when a message is too long, and it has way too much information on it and it makes it harder for the other people to understand it so it will make the message ineffective. Communication will have to be put in a way that will make it easier for the other people to understand it effectively. After the message has been sent out and has been understood by the other people then they can start to discuss a subject. In this everyday life people are sent messages every day. For you to make sure the other person understood what is being said you will have to ensure you have properly formatted it and was able to present it.
· Channels- this means that by having effective channels you will have to ensure you are creating a clear communication that is being understood and is being upheld by the whole organisation, you may also have a chance to increase the effectiveness of your company’s communication.
· Completeness-  if you want the message that you are sending out to be effective the entire message will have to be complete. You will have to make sure that all the important information in that message each time you communicate. This will help you present all of the information which is needed to get a resolution.
· Medium-  to communicate effectively you will have to make sure this is all done through all the right mediums. If the message that is going to be passed on is a short and quick message that you could do that by sending a memo or an email and this will make it sufficient. If you chose the wrong medium it can cause problems with the messages retention.  By selectin the right communication medium it has an influence on the effectiveness of a communication.
What are the benefits of having effective communication in the work place
Having verbal and non-verbal communication skills are very valuable in the work place. There are several of companies or business that spend a lot of money to ensure they train their employees properly on how to communicate effectively. It is also important for the employees or employers. It is very crucial for the company to not only be able to communicate face to face but also through phone calls or in written format such as reports and emails. If you have a better understanding, then it will benefit of having an effective communication within the organisation and their staff members. 
How can effective communication will help with a business or an organisation?
When working in an organisation or for a business effective communication is very important and it will help in so many different ways to become a success, communication always plays a massive role in the product development, for customer relations, employee management. If the employees are being informed and getting on well with one another they can communicate effectively with other organisations and business and they may start to form a strong bond. 
· Clear expectations- if your organisation or business has a clear expectation it will help with having effective communication for the employees and sometimes for the customers as well. If you have clear expectations it will show good the companies have performed, and it will have an impact on the company and it will then help them see that what they will have to do to receive positive feedback. For all the customers or employees that can communicate effectively with each other they will be able to manage what their expectations about the services issues are or even they could find a solution on how to interact with other organisations in a better and positive way.
· Strong relationships- when working in a business or an organisation if you can communicate withy each other effectively you will be able to build a strong bond with one another. Having trust and loyalty within the company is a positive key factors in any relationship and they are both boosted by communication which is mainly focused on meeting the individual’s needs, making sure they convey important information and allowing to receive feedback both positive and constructive. If you have strong communication with other organisations or business this will help with having solid communication about the products, the services they provide and about the organisations or business culture and values.
· Strong team work- if you have strong team work within your organisation or company you will be able to become a succus in order for that to happen you will have to communicate with each other effectively and make sure there is not misunderstanding and also making sure that everything that is being said it is being sent out in a way that all the team members will understand.
The advantages and disadvantages of effective communication in any organisation or business 
Having effective communication will let the standards grow out of their communication choices such as, executives, managers and all the other employees. Sharing of organisations or business will mean you will have to plan events, have a project coordination and being able to socially interact. If you have poor communication with one another it will lead to confusion, lowered morale and loss in productivity. I is very important for the team leader to create communication plans and have information channels to make sure that the employees are being informed and are in contact with one another.
· Communication benefits-  having good communication within the organisation or business will mean that the employees are able to process that will help them to manage, create and sustain their organisational operations. This can happen in many forms such as conversations, letters, emails, memos and through websites. 
· Conflict- having conflict in the organisation or business is a disadvantage of communication. This will happen if the employees are debating about something they are not happy about. There are sources of conflict which means that the employees feel that their needs are not being met, there is a lack of structure, there is a lack of transparent communication and have personality differences.
· Communication strategy- if they have communication strategies this will help the team leader to reduce the disadvantages of the communication and improve on increasing the advantages. There are variety of communication that can be used that will vary accordingly to the organisations size, industry and their structure. 

Conclusion 
[bookmark: _GoBack]I strongly feel that having effective communication within any organisation or business is a positive aspect because if you can communicate with each other and other companies effectively it will help you benefit and help you become a success. There will be times when there are barriers to communicate effectively but this can all be overcome if everybody is working together and seeing the problems one by one and if they are all communicating with each other effectively. 
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